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Committee  Makeup 

Program  staff  are  the  most  knowledgeable  sources 
of  identifying  committee  members  because  of  their 
past  associations  and  knowledge  of  the 
community.  A  committee  should  havq  the 
following  characteristics: 

•  6-1 0  members 

•  4:1  ratio  of  incumbent  workers  to  supervisors 

•  Representation  of  major  specializations  within 

the  task  list 

•  Geographic  regional  representation 

•  Large  and  small  business  representation 

•  State-of-the-art  representation 

•  Equity 

•  Organized  labor  and  professional  organization 

Membership  Characteristics 

A  good  committee  member  is  carefully  selected. 
Criteria  for  selection  include 

•  Competence  in  the  occupation 

•  Full-employment  in  the  field 

•  Capability  of  verbalizing  in  a  positive  manner 

•  Open  to  innovations 

•  Freedom  from  bias  regarding  training 

methodology 

•  Confidence 

•  Desire  to  participate 

Comments 

Comments  from  business  and  industry 
representatives  who  have  participated  in  task  list 
verification  committees  this  year: 

“This  is  an  outstanding  approach  —  long  overdue!” 

“The  strength  of  this  workshop  is  gaining  overall 
insight  into  the  job  and  field  itself.” 

“Good  group  participation  —  a  real  learning 
experience  for  me.” 

“Excellent  —  needs  to  be  expanded  to  cover  all  job 
families.” 


Committee  members  work  hard  to  verify,  clarify 
and  add  meaning  to  a  task  list. 

Why  Verify?  Local  Verification: 

•  Identifys  tasks  affected  by  local  codes  and 

regulations 

•  Notes  special  practices,  tools,  or  equipment 

used  by  local  firms 

•  Increases  public  relations  benefits  by  including 

potential  employers  in  the  analysis 

•  Results  in  greater  confidence  in  the  Task  List 

•  Identifys  “missed”  tasks  and  clarifies  meanings, 

especially  with  task  lists  not  developed  by 
incumbent  workers 

Why  Use  A  Committee? 

9  Incumbent  workers  are  your  best  source  of  valid 
information 

•  A  committee  takes  authority  and  responsibility 

for  quality  of  the  final  task 

•  Programs  have  the  opportunity  to  screen  the 

people  who  will  verify  the  task  list 

•  A  committee  format  allows  decisions  on  a 

variety  of  ratings 

•  A  committee  allows  for  clarifications  immediately 

•  Observers  learn  from  committee’s  discussion 

•  Verification  is  completed  in  one  meeting 

•  A  committee  builds  program  support  and 

credibility  with  employers  and  personal 
contacts  with  employees 


Curriculum  development  terminology  can  be 
ambiguous  because  practitioners  use  many  terms 
interchangeably.  For  purposes  of  working  with 
local  verification  of  task  lists,  the  following 
definitions  will  be  used: 

Occupational  Analysis 

Identification  of  Job  Duties  and  Tasks,  also  called 
Job  Analysis 

Task  Analysis 

Identification  of  the  steps,  knowledge  required, 
tools,  safety  factors  and  performance  standards 
related  to  one  or  more  tasks 

Job  Duty  Areas 

Arbitrary  groupings  of  related  tasks 

Job  Tasks 

Specific,  observable  units  of  work,  stated  in 
performance  terminology,  observable  and 
performed  in  a  limited  period  of  time;  usually  6-30 
per  duty  area 

Steps 

Specific  elements  or  activities  required  to  perform 
a  task;  at  least  two  per  task 

Verification 

Process  that  confirms  what  is  needed  locally 


Planning  for  Task  List  Verification  by  Committee 
involves: 

•  Identification  of  local  program  coordinators 

•  Identification  and  training  of  regional  facilitators 

•  Selection  of  task  lists  to  be  verified 

•  Scheduling  of  verification  activities 


Coordinators  may  be  program  instructors  or 
administrators  and,  in  some  cases,  may  also  be  the 
Facilitator.  Coordinators 

•  Identify  committee  meeting  location  and  room 

arrangements 

•  Develop  committee  participant  list  with 

assistance  of  program  instructors 

•  Confirm  participation 

•  Prepare  meeting  packets  and  materials 

•  Convene  meeting  or  arrange  for  "Welcome” 

•  Conduct  evaluation  of  meeting 

•  Conduct  participant  followup  to  identify 

potential  continuing  program  advisory 
members 


Facilitators  are  highly  skilled  in  group  dynamics 
and  the  Structured  Group  Interview  technique  of 
task  list  verification.  Facilitators  must  be  carefully 
selected  and  should  exhibit  the  following 
traits/characteristics: 

Traits 

•  Knowledge  of  group  processing  rather  than 

content  expertise 

•  Knowledge  of  competency  based  curriculum 

development  principles  and  philosophies 

•  Patience 

•  Ability  to  control  the  group  without  leading  it 

•  Ability  to  create  and  maintain  enthusiasm  and 

momentum 

•  Professional  image  and  outlook 

•  A  sensitivity  for  others 

•  A  sense  of  humor 

•  The  ability  to  show  empathy 

•  The  ability  to  make  decisions 

Characteristics 

•  Skill  in  occupational  (job)  analysis  procedures 

•  The  ability  to  display  warmth  and  establish 

rapport  quickly  with  participants 

•  The  ability  to  recognize  and  clarify  the  nuances 

contained  in  participants’  statements  through 
appropriate  questioning 

•  A  high  degree  of  sensitivity  to  both  verbal  and 

non-verbal  communication 

•  The  ability  to  motivate  and  encourage 

participants 

•  A  willingness  to  assume  and  “act  out”  the  role  of 

process  expert  while  according  participants 
the  role  of  content  experts 

•  An  appreciation  of  the  value  of  small-group 

process  so  that  participants  are  allowed  to 
work  things  through  by  themselves 


_T3  is.  oo  / 
TASK 
C.S 


•  Excellent  listening  skills  and  memory,  since  the 

facilitator  must  be  able  to  “store”  many  of  the 
participants’  contributions  in  his  or  her 
memory  and  be  able  to  retrieve  them  as 
needed 

•  The  ability  to  obtain  consensus  from  the 

participants 


The  qualities  described  are  extremely  important  to  successful 
performance  as  a  facilitator.  The  process  calls  for  more  than  a 
competent  "discussion  leader”  or  “curriculum  developer.” 

The  facilitator  must  establish  and  maintain  the  group’s  pace, 
balance  the  group’s  participation,  clarify  vague  statements  by 
probing  for  more  details,  and  insist  on  selection  of  the  most 
appropriate  action  verbs  and  task  statement  modifiers  and  nouns. 
The  facilitator  must  motivate  and  lead  the  group  and  control  the 
process,  yet  never  impose  content  judgments  or  decisions  on  the 
participants. 

Persons  who  are  considering  becoming  a  facilitator  should 
carefully  assess  their  personal  traits  and  characteristics  before 
deciding  to  enroll  in  a  facilitator  training  program.  And  those 
responsible  for  helping  select  facilitator  trainees  need  to  keep 
these  qualities  in  mind  so  as  to  enable  all  participants  to  make 
the  best  investment  of  their  time  and  energy.  (Norton,  1985) 


The  Instructor’s  role  in  Task  List  Verification 

•  Assist  in  identification  of  committee  members 

•  Review  Task  List 

•  Observe  committee  work 

•  Utilize  information  from  committee  to  improve 
instructional  design,  content  and  delivery 
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Facilitator  T raining  —  one-day  workshops  are 
scheduled  throughout  the  state.  Contact  your 
Regional  Vocational  Administrator  for 
information. 

Curriculum  Development  —  DAVTE  provides 
technical  assistance  in  curriculum  development 
through  its  Competency  Based  Vocational 
Education  Project.  Consultants  are  available  by 
contacting: 

CBVE  Project 

Lake  County  Area  Vocational  Center 
19525  West  Washington  Street 
Grayslake,  IL  60030 

Curriculum  Materials  —  The  Illinois  Vocational 
Curriculum  Center  is  the  largest  curriculum 
center  in  the  U.S.  Access  Illinois  Vocational 
Curriculum  Center  resources  and  searches  by 
calling  1/800/252-IVCC  or  217/786-6375  or 
writing  to  the: 

Illinois  Vocational  Curriculum  Center 
Sangamon  State  University/F-2 
Springfield,  IL  62708 

The  Curriculum  Publication  Clearinghouse 
provides  curriculum  and  other  materials  at  a  low 
cost.  Call  1/800/322-3905  for  their  bibliographies 
and  price  lists.  Curriculum  Publication 
Clearinghouse  materials  can  be  previewed  by 
contacting  the  Illinois  Vocational  Curriculum 
Center. 

Program  Consultation  —  DAVTE  Occupational 
Consultants  are  available  to  assist  in  program 
development.  Call  21 7/786-4877  or  write  the: 
Illinois  State  Board  of  Education 
Department  of  Adult  Vocational 
Technical  Education 
Occupational  Consultant  Services 
100  North  First  Street 
Springfield,  IL  62777 


